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Welcome to Day Runner and the start of a more 
Organized Life. 

Congratulations! You are the owner of an advanced 
and flexible tool designed to help you and your 
organization work more efficiently 

This owner's manual will help you get the most out 
of your organizer. It clearly explains the features of 
the PRO Business System and offers advice on 
managing people and projects for maximum results. 
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OVERVIEW 



The PRO Business System organizes and relates information 
in a clear and logical way. It offers the two perspectives — 
wide-angle and close-up — needed to complete competing 
priorities. 

This diagram illustrates how work flows through the 

PRO Business System. The system is based on the principles 

of successful management. 

(1) At the top, the objective is defined and a strategy is 
developed to accomplish it. (2) Projects are outlined to 
accomplish the strategy. (3) Project tasks are scheduled and 
assigned. (4) Information is gathered to accomplish tasks. 
(5) Progress is tracked closely to determine if adjustment is 
needed. (6) Results are analyzed and stored for future use. 
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PLAN 



Plan is a versatile section that encourages strategic thinking 
about long-term objectives. It offers an overview of annual and 
quarterly objectives as well as monthly activities. By referring 
each day to this overview, the user can plan daily activities 
which lead to achieving important business goals. 

OBJECTIVES 

This list of annual objectives is a thinking tool and an ongoing 
reminder of what is important to you and your company. 

As you list a goal, maximize your chance for success by 
quantifying it — for example, a 10% reduction in errors — and 
by setting a realistic deadline for achieving it. You may wish to 
code your objective for referring to it in other sections of your 
system. 
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OBJECTIVES THIS QUARTER 



Performance is commonly evaluated on a quarterly basis. List 
your goals by quarter and then assign a title, code or billing 
number. This reference code can be used on the calendars of 
the quarterly overview or elsewhere in the system to save space 
and effort. Assign a date for completion or evaluation. 



* Included only in PRO Tabbed Monthly Calendars 
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PLAN 



TABBED MONTH-IN-VIEW 

The Tabbed Month-In-View offers an overview of events and 
important deadlines. It is also useful for scheduling travel and 
projects. 

Use the QuickScan column at left to block out time you're out 
of the office or to note important start dates and deadlines. It 
can also be used to track results that change daily such as stock 
prices or production figures. 

The Monday of each week in the QuickScan is offset for fast 
recognition. Within the offset dates, the weeks have been 
numbered for scheduling purposes. For instance, if nine weeks 
are needed for delivery of an item and the order is placed in 
"Wk 3," then the item will be ready in "Wk 12." 

In the upper right corner of each date, there is a running count 
of how many days have passed, and how many remain in the 
year. This feature is useful for reporting purposes and for the 
allocation of resources. 

At the start of each month, transfer appointments and deadlines 
from your monthly page to the appropriate TODAY page. 
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PLANNING NEXT YEAR 



Planning Next Year is an events calendar useful for recording the 
dates of annual meetings and trade shows, and recurring activities 
such as physical inventories. At the close of the current year, 
transfer activities and appointments from this page to the 
monthly calendars of the new year. 
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YEARLY OVERVIEW • included only in PRO Tabbed Monthly Calendar 



The 8-Year Overview is a long-range planning tool which 
includes the previous year as well as the next year. 
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PLAN 



At the start of each week, review your annual and quarterly 
objectives. Block out time on your daily pages to work on 
them. Allow some flexibility in your day for handling 
interruptions and crises. 

The PRO Business System's 2-page daily calendar is divided 
between Schedule and Record. This provides ample room for 
scheduling and listing activities and for recording results. The 
non-dated format provides maximum flexibility.* 

TODAY SCHEDULE 

The Today Schedule page is split into two columns to 
accommodate the 24-hour demands of multiple shifts and 
international business. If nighttime scheduling is unnecessary 
in your business, you may wish to use the "Evening" column 
for notes and listing tasks. 

Each hour is divided into shaded 15-minute segments. When 
blocking out time for an activity or meeting, simply draw a 
line through or fill in the blocks. The shaded blocks are useful 
for tracking billable time. 
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*Not available for all organizers. 



TODAY RECORD 



The Today Record is both a task list and a notes page. The 
narrow column at left can be used for prioritizing a task or for 
jotting down a reference code from an Objectives or Project 
page. "See Priority" is a reminder to check your Priority 1, 2, 3 
tabs for any urgent tasks that need attention. Compiling 
expense reports is made easier with the shaded Expense box at 
the bottom of the page. 



Use the Today Ruler as a pagemark 
to quickly find the current day. 
Additional rulers can be placed in 
the current monthly calendar or 
elsewhere in your organizer. 
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PRIORITY 



PRIORITY 1, 2, 3 TABS 

The PRO Business System features a simple and effective way 
of managing changing priorities. The 1, 2, 3 side tabs of the 
Priority section are a central place for storing information on 
"hot" projects or major areas of responsibility. 

A project manager responsible for customer service might keep 
details of a telephone training session in #1, bids on a new 
phone system in #2 and information for a report in #3. 

The tabs can also be used for holding current notes, task lists 
and schedules for key ongoing duties. For instance, an 
accountant might devote the tabs to "financial reports," 
"financial calendar," and "personnel." 

Note: Day Runner offers a Things To Do refill (available 
separately) for listing tasks associated with projects. See page 25. 
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PRIORITY NOTES 



Priority notes are for listing action-oriented items usually 
related to current projects. The narrow column at left is for 
assigning a priority or a code number. Priority notes can be 
inserted anywhere in the PRO System but are most likely to be 
filed in the 1, 2, 3 tabs or in a project filed in the A-Z 
Directory. 
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PROJECT MANAGEMENT TIPS 



1) Use your Quarterly Objective or Month-In-View page to 
plot out major periods of activity for each project. Highlight 
dates with overlapping activities. 

2) Consult Project Outline and Delegated pages to determine 
which team members will be facing overload. Reassign tasks, 
reschedule activities or consider outside sourcing to meet 
deadlines. 

3) Avoid focusing on one priority at the expense of others by 
blocking out periods of time on your weekly or daily calendar 
for all projects. Stick to your schedule and you'll make progress 
in all areas. 

4) Compare the action steps of Project Outline pages to 
determine what activities can be grouped together. For 
instance, ordering materials for several projects can result in 
cost and time savings. 

5) Consider filling out a Delegated page listing tasks assigned 
to other departments. The pages can be used during 
interdepartmental meetings to review responsibilities and 
progress. 
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PROJECT 



PROJECT OUTLINE (FRONT) 



Project Outline pages can be used singly or as a group to achieve 
objectives. 

The page has a reference line for relating it to an objective and 
a space for assigning a title. The shaded portion at top is for a 
concise description of the project. It should include conditions 
of satisfactory completion. 

The "Target Date" is the deadline for completion. "Total Estimate 
Time" refers to your personal time or the project team's time. 
"Total Estimate Cost" covers out-of-pocket expenses, billable 
times, or both. 

The Action portion of the Project Outline is for "backtracking." 
By starting at the completion deadline and working backwards, 
a realistic schedule can be created. Deadlines from the schedule 
can then be entered on monthly calendars and Today pages. 
The "Item No." of each action step is a time-saving way of 
transferring tasks to Delegated and Tracking pages. 

On the right of the Action column is a dotted line for linking 
tasks that must be completed in sequence. Remaining tasks 
can be implemented simultaneously. 
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PROJECT OUTLINE (BACK) 



The back of the Project Outline page is a checklist of needed 
resources. Use "People" for building a project team. "Places" is 
for identifying your needs for space, i.e., additional office or 
production locations. 

In the second section, estimate the time needed for each task 
and the money required. "List" is for determining what 
equipment and supplies will be needed. 
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DELEGATED 



DELEGATED FOLLOW-UP 

This is an extremely useful tool for managers supervising 
project teams. A separate Delegated page is assigned to each 
team member. In staff, or one-on-one meetings, a manager can 
efficiently cover all the items delegated to an individual. 
Delegated pages can also be used to track tasks that peers or a 
supervisor have agreed to do. 

At left, the Delegated page features rectangles for noting item 
numbers from Project pages and for designating their priority. 
At right is room for recording follow-up and due dates. A 
manager would typically fill out a Project Outline page and 
then transfer action items to the appropriate employee's 
Delegated page. 
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TRACKING 



TRACKING PROJECT 



In a single glance, a manager can record and review all the 
steps undertaken in a project using the Tracking Project page. 
This checklist of action items can speed project meetings and 
the writing of wrap-up reports. 



At left, the Tracking page features a narrow column for noting 
item numbers from the Project Outline page. (There's no need to 
write a lengthy description of the action item.) Columns "due 
date," "delegated to" and "completed date" are useful for 
evaluating employee performance. The "Impact in Days +/— " 
column warns that adjustment of the project schedule may be 
needed. 
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FINANCES 



MILEAGE RECORD 

The Mileage Record is ideal for keeping track of business 
mileage for reimbursement or tax purposes. 

The Mileage Record has a line for noting the destination and 
purpose of travel. The Expenses box is for itemizing driving- 
related costs — gas, tolls and parking. Determining 
reimbursable mileage is easy. Simply subtract the beginning 
odometer reading from the end. 
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RECEIPT ENVELOPE 



The Receipt Envelope is indispensable for the business traveler. 
Preparing expense reports is easier when receipts are identified 
and kept in one place. 

When a receipt is received, fill in the date, purpose and 
amount, then place the item number on the receipt for easy 
identification. 



Receipt 

ENVELOPE 



5h 



ML 



i U> - 



ISr 



3/3-5 



Twine. Marn'n-H- M4g. 



t\ -for Ha §rill 



jam 



HI?H 



Atlanta - MA R tA ir ans. 



Zoo 



mo 



Jy\ * en$> i f \e .j j Tr ain ing 



ta b -h L AX s lO P 

Poa-iage. cL# 512.1 __|| Um 



CASH ADVANCE 



19 



T E L E F I L E 



CONTACTS CONVERSATION LOG 

With so much business conducted by phone, accurate note- 
taking is essential. The Contacts page of the Telefile is a tool 
for building productive relationships. It helps the busy 
manager keep track of promises made during conversations 
with vendors and colleagues. 

The reference line at the top is for identifying the project or 
subject of business. In the box for contact information, you 
may wish to include personal facts that are critical to forming 
lasting relationships, for example, name of a spouse or child. 

The "Discussed" area is for noting important items to be 
discussed and for note-taking during conversations. The 
"Time/Cost" column is for figuring billable time. The "Action" 
portion is for listing and assigning deadlines to tasks that you 
or your contact have promised to perform. The Contact page 
can be filed with project notes in the 1, 2, 3 tabs of the Priority 
section or in the A-Z Directory. 
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SOURCES CLASSIFIED 



The Sources pages are a classified directory. They are address 
pages used for grouping related individuals and organizations. 

Start by identifying the category for example, Recruitment 
Firms. There is ample room for the name and address of the 
company a contact name, hours, and telephone numbers. The 
Sources pages can be grouped by project or filed in the A-Z 
Directory. 
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T E L E F I L E 



A-Z DIRECTORY WITH INDEX & RECORD 

The A-Z Directory is more than a telephone/address section. It 
is a portable file drawer for easily storing and retrieving 
information. For instance, a project to train employees in 
quality management could be filed under "T" or "Q" 
respectively. The location of the information is entered on the 
Index page. 

The Index of Contents features a column for assigning the 
code or an item number from a Project or Objectives page. 
The subject and location of the information is then noted. 

The A-Z tabs and additional telephone/address pages contain 
ample room for contact information. 

Many users find it convenient to use the copier to reduce 
important reference materials for insertion in the A-Z 
Directory. Day Runner recommends that users periodically 
photocopy their contact information in the unfortunate event 
an organizer is lost or stolen. 
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TELEPHONE RECORD 



The Telephone Record is for recording the details of calls made 
and received. It is also useful for the business traveler who 
often receives dozens of voice mail messages. 

The Telephone Record can be dated by day or week. It has 
room for the name and company of the caller, the time called 
and the purpose. 
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CALCULATOR 



REMOVABLE CALCULATOR 




Included in Select PRO Organizers 



CALCULATOR INSTRUCTIONS 

• Using the Memory Function 

CLEAR ENTRY 
CLEAR ALL [OiWCl [ON/Cl 

Examples: 

{(5x6-8)+3} + 8 
5060 8 0 30 80 = 15.333 

(6x8) + (7x4) + (15x8) -(6-3) 
608 MB 704 OV0 15 08 QV0 603 

MB\M = 194 

CLEAR MEMORY [MC] [OiWCl 

• Percentages 

1/3 = X% 

1 0 3 [0 = 33.333 

6/3 = x% 

6 0 3 {%] = 200 

• Square Roots 

4 

40^ = 2 
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